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Submitting a Ticket Method 02: Opening by Email 
 
Opening a ticket by email: 

 Does not allow you to submit tickets for others 
 Does not allow you to set impact or due date 

 
Opening a ticket by email may be convenient, since you are prompted for less information, but 
that means Technology Services has less ability to take action based on the initial incident report. 
 
 

1 

From your work email, create a new message 
to helpdesk@middletownct.gov 
 
You can send this email from any device or 
computer so long as you are sending from your 
@middletownct.gov email. 

 

2 

Please enter a clear and concise description of 
your problem in the Subject line. 
 
Clear and concise examples: 

 Error when printing in ADMINS 
 Computer won’t turn on 
 Install GIS on new computer 
 Need help transferring large file to 

vendor 
 
Ambiguous examples to avoid: 

 ADMINS doesn’t work 
 Broken Computer 
 Need software 
 HELP 

 

 

3 

Please use the body of the email to elaborate 
on your request or issue.  Important and 
helpful information to provide includes: 

 Errors or system messages that you 
have received. 

 Alternate contact information if you 
are not at your normal office phone. 

 Steps to reproduce the problem. 
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4 

If there is a file relevant to the issue, you can 
attach it to the email. 
 
You can also include a screenshot in the email. 

5 Send your email. 

 

6 You will receive an email indicating your 
ticket number.  Please retain this email. 

 
  


